
Filing Basics 

Presenter
Presentation Notes
Lesson helps preparers determine who should file
Includes information on verifying taxpayer’s identity, which form to use, completing TaxWise Main Information Sheet and how long taxpayers should keep records



About Filing Basics 

• TaxWise: Main Information Screen 

• Additional resources listed in L&LT “References” tab  

• Review all tips and cautions  

• Read all examples and sample interviews 

• We will review answers to each exercise in the lesson 
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Review TaxWise demo: Main Information Sheet
Review list of references 	
Discuss all tips and cautions in detail 
Ask students to read and/or role-play examples and sample interviews. 
Review answers to each exercise; ask students how they arrived at their answers. 	



Objectives – Filing Basics  

• Determine who must file a tax return 

• Determine who should file a tax return 

• Verify the taxpayer’s identity 

• Select which form to use 

• Determine how to file the return 

• Tell taxpayers how long to keep certain records and documents 

• Time Required: 15-45 minutes 
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Review lesson objectives	
State the presentation time



Topics 

• Who Must File 

• Who Should File 

• Verifying Taxpayer Identity 

• Choosing the Right Return 

• Filing the Return 

• Recordkeeping 

• Answering Administrative Questions 

• Potential Pitfalls 
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Key Terms 

Definitions are always available in the L&LT online Glossary. 

• ATIN 

• Dependent 

• Gross Income 

• ITIN 

• Tax Credits 
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ATIN: Adoption Taxpayer Identification Number, issued by the IRS while a final domestic adoption is pending and the child does not have a social security number.
Dependent: An individual who may be claimed as a dependent on another person's tax return; that is, someone who meets all applicable dependency tests. 
Gross Income: All income received in the form of money, goods, property, and services that is not exempt from tax. 
ITIN: Individual Taxpayer Identification Number issued by the IRS to individuals who are not eligible for a social security number.
Tax Credits: A dollar-for-dollar reduction in the tax. Can be deducted directly from taxes owed.



Who Must File 

• What helps determine if an individual must file? 

• Form 13614-C very important in this stage of the process 

• Refer to Pub 4012, Charts A, B, and C 

• Internet resources for determining  filing requirement 
• Interactive Tax Assistant: Determine if you have to file a return 
• Tax Tips Video: Do I have to File a Tax Return? 

• Let’s practice: examples from Link & Learn Taxes lesson 
• Lucy 
• Henrietta and Javier 
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Ask: What helps determine if an individual must file? Answer: Age, gross income, filing status, dependent status, blindness.
Review Pub 4012 Chart A – For Most People Who Must File.
Review Pub 4012 Chart B – For Children and Other Dependents.
Review Pub 4012 Chart C – Other Situations When You Must File.
Review internet resources.
Practice using Charts A and B with examples from L&LT slide 10.
Explain that Form 9452, Filing Assistance Program, has a worksheet that can be given to taxpayers who ask for proof that they are not required to file.


http://www.irs.gov/app/vita/content/globalmedia/teacher/chart_a_b_c_d_4012.pdf
http://www.irs.gov/uac/Do-I-Need-to-File-a-Tax-Return%3F
http://www.youtube.com/watch?v=b7dcpVjUQP4


Who Should File 

• In what situations would an individual want to file if they are not 
required to? 
• Find examples in Pub 4012, Chart D 

• Out of scope:  
• Health coverage tax credit 
• Refundable credits for prior year minimum tax 
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Ask: In what situations would a person want to file if they are not required to? Answer: refund of withheld taxes, refundable credit.

http://www.irs.gov/app/vita/content/globalmedia/chart_d_who_should_file_4012.pdf


Verifying Taxpayer Identity 

• What are acceptable identity documents to verify identity?  
• See the Tip in Pub 4491 

• What are acceptable TINs? 

• Enter names and identification numbers accurately 
• Mistakes in data entry can result in processing delays 
• See Pub 4012, Exemptions/Dependency & Main Info tab, Main 

Information Screen, for ID entries 

• Verify taxpayer information to protect against identity theft 

• Remind taxpayers correct information is necessary to receive age-
related tax benefits 

• Out of scope: taxpayers who cannot substantiate their identity 
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Ask: What are acceptable identity documents? Answer: social security card, ITIN letter, U.S. driver’s license, employer ID, school ID, birth certificate, U.S. state ID card, military ID, national ID card, visa, passport.
Ask: What are acceptable TINs? Answer: SSN, ITIN, ATIN.
Emphasize the importance of accurate data entry.
Review Main Information screen tips in Pub 4012.

http://www.irs.gov/app/vita/content/globalmedia/teacher/main_information_screen_4012.pdf
http://www.irs.gov/app/vita/content/globalmedia/teacher/main_information_screen_4012.pdf


Choosing the Right Return 

• Volunteers should always use Form 1040 
• Appropriate for all taxpayers  
• Default TaxWise form 

• TaxWise will select the simplest form after data entry 
• Requirements explained in  

Pub 17, Filing Information chapter 
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Emphasize that TaxWise always utilizes Form 1040 for calculating taxes, but may select a simpler form to file and print.
Review details about choosing the correct form in Pub 17, Filing Information chapter.



Filing the Return 

• Covered in detail in Concluding the Interview lesson 

• IRS E-file 
• All volunteer tax assistance sites e-file tax returns 
• Safest, fastest and easiest way to file 
• Free File for individuals with income below $57,000 
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Ask: What are benefits of e-filing? Answer: Faster, more accurate, allows taxpayers to receive refunds more quickly.



Recordkeeping 

• Statute of limitations – 3 years from return due date or file date, 2 
years from date tax was paid, whichever is later 
• Keep tax returns, worksheets, records for  

anything appearing on the return 

• Pub 17, Filing Information chapter 
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Keep records such as:
Property records
Closing documents for a home
Brokerage statements showing purchase price of stock
Contributions to nondeductible IRAs
Calculations determining nontaxable portion of pension income

http://www.irs.gov/pub/irs-pdf/p17.pdf


Administrative Questions 

• FAQ answers: 
• Pub 4012, References tab, Frequent Taxpayer Inquiries  
• Pub 17 Index 
• Internet: Filing Requirements 
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Find additional information at www.irs.gov

http://www.irs.gov/app/vita/content/globalmedia/teacher/frequent_taxpayer_inquiries_4012.pdf
http://www.irs.gov/pub/irs-pdf/p17.pdf
http://www.irs.gov/Help-&-Resources/Tools-&-FAQs/FAQs-for-Individuals/Frequently-Asked-Tax-Questions-&-Answers/Filing-Requirements,-Status,-Dependents,-Exemptions/Filing-Requirements


Potential Pitfalls 

• Canadians have ID numbers similar to social security; do not use it on a 
U.S. tax return 

• Be alert for possible indications of fraudulent activity 
• Form W-2 that is typed or handwritten or has noticeable alterations 
• Form W-2 from a company that looks different from other Forms W-2 issued 

by the same company 
• A suspicious person accompanying the taxpayer (who has been observed on 

other occasions) 
• Multiple refunds directed to the same address or P.O. box 
• Employment or earnings that are a basis for refundable credits, which are not 

well-documented 
• Similar returns (e.g., same amount of refund, same number of dependents, or 

same number of Forms W-2) 
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Remind volunteers to notify the site coordinator if they notice unusual or possibly fraudulent activity



Out of Scope for this Lesson: 

• Taxpayers who may qualify for the health coverage tax credit 

• Taxpayers who cannot substantiate their identity 
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Remind students this list may not include ALL out of scope topics.



Summary 

• Three charts help you determine who must file and who should file 
• Chart A - For Most People Who Must File  
• Chart B - For Children and Other Dependents  
• Chart C - Other Situations When You Must File  
• Chart D - Who Should File 

• Individuals who are not required to file should file to claim a refund of 
withheld taxes or a tax credit for which they qualify 

• Verifying taxpayer identity 

• Recordkeeping requirements for taxpayers 
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Review Summary topics from L&LT or 4491
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